TK Rate Sheet Requirement Template

To:
Law Firm

From: 
Company  
Re:
Annual Timekeeper Rate Sheet Upload Requirement

This is to inform you that our company has decided to enable the Timekeeper Rate Sheet Review functionality in Legal Tracker.  This will allow us to review your firm’s proposed timekeeper rates for the [current] [new] fiscal year in one convenient table (where we will also see the impact of the proposed rates on our bottom line, as well as benchmark information allowing us to compare your firm’s rates to the rates of similar combinations of timekeeper classifications, metro locations, and matter types).  
Deadline for Submission & Effective Date
We are requiring your firm to submit a timekeeper rate sheet in Legal Tracker by no later than [insert date].  The rates you submit should be those rates you propose to take effect on [insert effective date-e.g., January 1, [year]]. 
[ANY AGREED UPON DISCOUNTING STRUCTURE SHOULD BE PRESENT IN ALL RATE SHEETS (base rate & effective rate), so we can track any discounts you are providing.]  
· [Choose ONE of the following options, depending on your company’s additional requirements]:
· [Option 1] Our company is requiring the gender and diversity fields to be populated on our rate sheets.
· [Option 2]  Our company is requiring the gender field to be populated on our rate sheets.
· [Option 3] Our company is requiring the diversity field to be populated on our rate sheets.
NOTE:  Your firm will not see or receive any Tracker dashboard alerts or email notifications relating to Timekeeper Rate Sheet requirements or deadlines.
Process

Step 1: Submitting the Timekeeper Rate Sheet (Select Method)
Option #1: Create Rate Sheet Outside of Tracker and then Upload File

This option requires two steps.  First, create a rate sheet spreadsheet that meets Tracker’s Rate Sheet Specification Requirements.  See the attached Timekeeper Rate Sheet Specification.

NOTE:  Tracker recently updated the specification file. BASE_RATE and EFFECTIVE_RATE are now required header labels. See also https://helpcenter.thomsonreuters.com/legal-tracker-law-firm/Content/01-Specs/Timekeeper-Rate-Sheet-Specification.htm (Timekeeper Rate Sheet Specifications).  
Second, upload the file.
1. Click the Billing left menu icon, and then click the Timekeepers tab.

2. Click Post Rate Sheet toolbar button.
3. Select Upload a file and click Next.

4. Click browse to select the rate sheet file.

5. Select one of the following file types:

· CSV (comma separated value)
· Text file (tab delimited)
· Text file (“pipe” delimited)
6. Select an effective date for the proposed rates. See above (Deadline for Submission) for the effective date.
7. Click Next.

8. Review your timekeeper rate sheet and click Next.

NOTE:  If Tracker detected errors in the rate sheet file, they will be listed under Errors were found. Correct the errors and repeat steps 2 through 7. For troubleshooting information, follow the instructions on your screen. 

9. Optional: Even if the upload is successful, you may choose to modify the information in the rate sheet file. In that case, click Cancel. After you make the necessary changes, repeat this process. 
Option #2: Create Online
1. Click the Billing left menu icon, and then click the Timekeepers tab.

2. Click the Post Rate Sheet toolbar button.
3. Select Create online and click Next.
4. Select an effective date for the proposed rates. See above (Deadline for Submission) for the effective date.

5. You can either auto fill the rate sheet with the current default rates for timekeepers (if any) or create an empty rate sheet. Click Create rate sheet.

6. Complete all required fields. Click Add Timekeeper to add additional timekeepers.

7. Click Next.

NOTE:  If Tracker detected errors in the rate sheet file, they will be listed under Errors were found. Correct the errors and repeat step 6.

8. Review your timekeeper rate sheet and click Next.
Step 2: Submitting the Timekeeper Rate Sheet
After you have uploaded or created online the timekeeper rate sheet, and when you are satisfied with the information in the rate sheet file, click Submit. Tracker will notify our company that the rate sheet is ready for review.
See Legal Tracker Help Pages for More Information

Please refer to the Legal Tracker Law Firm Learning Center for more information relating to the timekeeper rate sheet specifications and submission process. Click the question mark icon in the left menu of any Tracker screen to be taken to the Learning Center/Law Firm Help where you can find help topics for Timekeeper Rates under Workflow Guidance.  
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Conclusion

We appreciate your firm’s efforts in submitting timekeeper rate sheets in Tracker for our review and approval.  
Please contact [insert company contact name – e.g., Tracker Coordinator] if you have questions about this new process. Please refer to online Help for Legal Tracker for detailed information about creating and submitting rate sheets and contact Tracker Support as necessary: LegalTracker-Support@tr.com. 
Sincerely,

[insert name / signature]
